7/30/03

ATTACHING A REPORT TO AN E-MAIL

* You must first have saved a document with or without a query. If you have any questions

on how to do this please see the documents in the Explorer manual on “Saving a query
without Results” and “Saving a query with Results

Step 1:

New Memo button
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Stacye L Teachme 05/29/2001
DOROTHY JOHNE06/04,/2001
ALICIA BRAGG-0CO7/10/2001
Stacye L Teachme 07/16/2001
Stacye L Teachme 07 /1672001
Stacye L Teachme 07/18/2001
Darlene Stephens 0772572001
Linda D Stuckey  07/26/2001
Sharon | Thompso 07/26/2001
Stacye L Teachme 07/27/2001
Stacye L Teachme 07/28/2001
Stacye L Teachme 0743072001
Stacye L Teachme 07/30/2001
Stacye L Teachme 0743072001
Susan A Murphy 0773172001
Stacye L Teachme 0743172001
Stacye L Teachme 07/31/2001
Stacye L Teachme 0743172001
Stacye L Teachme 07/31/2001
Deborah 4 Hodge 0743172001
Darlene Stephens 0773172001
Tom A Grahek 0743172001
Darlene Stephens 08/01/2001
Giana P Jowers  08/01/2001
Stacye L Teachme 08/01/2001
Stacye L Teachme 08/01/2001
Stacye L Teachme 08/01/2001

Giana P Jowers 0870272001
Caffilene &llen 0g/02/2001
Tom A Grahek 0@/02/2001

Stacye L Teachme 08/02/2001
Stacye L Teachme 08/02 /2001
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Subject | ﬂ
Re: accounting code for Federal Register and Code Of Fed regulations printing
FOV Brio Production Reports Design/Fequirements Documentation

Re: Explanation for ticket 5518 - PF19 Obligations

Allocation Update next: Agency Transters

Prior Period Recovery Setting on TCAT/ VLT Management

Allocation Update 8: Transter of Craig Roseland to PPD Biotechnology Policy Staff
Admin Team Payroll Situation

Fl: TOPT (Treasury Offset Entry Table) Please add to your listwhen researching vendor pe
Posting requests for uneamed revenue

Discoverer Repons and BRIO there may be away to link the data

Re: ERROR PRSB

allocation Update 8 - Admin Reserve Release and Camyover allocation change
Re: BRIO Reports Error Message

Fy 2002 OWCP

July SOF notes

Fvl: BLD Cost Per Minute

Allocation Update 6 - Fy 2001 Supplemental

RE: Fv 2001 Supplemental

Fvl NEW and OLD PCMS Budget Object Codes

Prornations

Re: PPOROT funding

Re: Estimate for Funding from PPQ for ROT Autornation Tasks for Py 2001

Re: Estimate for Funding fram PPQ for ROT Autormation Tasks for Fy' 2001

FOMY needs an 8-character password

Re: OWCP charges for Py 2002 for ASD Procurement Tearm

Re: NT Trust Relationship - MM & kD

Action: Followup ROOM RESERVATIONS FOR Mpls BRIO EXFLORER TRNG

Re: New Accounting codes with New ORG Lewvel 1s

APHIS Helps Bring 5. Plane Home from China/Smithsonian Offers Bird Identification Service
Re: Estimate for Funding from PPQ for ROT Autornation Tasks for Py 2001

Action due Aug 10th: Py 2001 No Year Carnyover Estimate into FY 2002

Action Aug 15th: Fy' 2001 Mo Year Carnyowver Estimate into Py’ 2002
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1. <Open> Lotus Notes and Log into it and enter your Mail box.
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Step 2:

1i; New Memo - Lotus Notes
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ﬁf-\ddress.. | @Sa\xe#\s Draft | @ Send |%SendAnd File... | ]De\iveryOptions... |

Gretchen K Strecker
08/04/2001 01:43 PM
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List of primary people to send memo.

2. <Click>on “New Memo”. Compose a message to the recipient and address it in the
usual manner.
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Step 3:

| New Memo - Lotus Notes
[Tl Eile  Edit View Create Acions Text Window Help
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Gretchen K Strecker
08/04/2001 01:43 FPM
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3. <Click> the paper clip on the tool bar. A bubble may come up that says “File Attach”.
Remember your cursor must be in the body of the memo to work.

List of primary people to send memo.

Step 4:
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File name: B2's.boy

06/15/2001 04:15:58 Ph 402K byvtes ¥ Compress

4. <Click> on the file you wish to attach, and <click> on Create.
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Step 5:

1i; New Memo - Lotus Notes
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5. You now have a Brio report attached to an e-mail and you can send it to any user. The

instructions for opening report are located in the Brio Explorer Manual under “Opening a
report sent as an Attachment”.
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